COURTNEY NEWDELL 

19 Buckingham Crescent 
Stirchley 
Telford 
TF3 IBP 

Tel: 01952 592274 Mob: 07772200958 
E-mail: courtneyrose92@hotmail.co.uk 



PROFILE 

I am an enthusiastic, driven, ambitious person. Professionally trained in customer service 
environments. Able to demonstrate clear understanding and flare gained through various 
roles. Able to communicate at all levels, handle complaints, and high pressured environments. 
Four years solid customer service experience with an exceptional telephone manor and strong 
interpersonal skills. 

Competencies 

• Quick learner about to easily retain information 

• Strong, confident communication 

• Proactive and positive under pressure 

• Organisation is my key strength; prioritising workloads and creating time schedules 

• Approaching tasks analytically and with an eye for detail 

• Ability to negotiate and resolve customer complaints 

• Superb Microsoft Office skills 

WORK EXPERIENCE 
MuY 2014 -Present 

Account Handler - Towergate Insurance 

Specialist insurance brokers, I contact clients offering them alternative quotations on their fleet and 
haulage insurance. 

• Making outbound calls to book quotation appointments, reaching weekly targets 

• Updating systems and spreadsheets 

• Managing Account Executives diaries 

• Responding to and re-directing inbound calls and emails 

February 2014 - May 2014 

Sales Administrator - Charlton & Jenrick 

Charlton and Jenrick are a manufacture of fires and fireplaces. A temporary contact through Prince 
Personnel. 

• Processing faxed, email and telephone orders 

• Taking incoming calls; telephone orders, answering general enquiries and directing calls 

• Processing warranty registrations 



• Supplying part numbers and prices to customers 
April 2013 - January 2014 

Customer Service Advisor - Choice Shops Ltd 

Choice Shops Ltd is a company running a number of different websites aimed at the horticulture and 
health markets. Working within the Health Team selling incontinence products and daily living aids. 

• Day to day customer service duties; taking incoming calls, responding to customer voicemais 
and emails, processing returns, tracking parcels and resolving customer complaints. 

• Supporting the customer service manager in various tasks, creating reports and managing the 

team in her absence 

• Managing the warehouse outlet store; stock replenishment, identifying and implementing new 
stock hues, staff training, layout organisation; daily cashing up 

• Creating training manuals and process books for clear, standardised training programmes that 
can be refered back to 

• Proactive and deal posititivly under pressure 

• Well organised, creating efflciant filing systems 

• Monitorting our payment system, identifying, addressing and documeing fraudulent payments 
April 2012- April 2013 

Administration Assistant - The Wrekin Housing Trust 

• General customer service tasks; taking incoming calls in all departments including the 
customer contact centre where I took reception, switchboard and repairs calls, filing, 
photocopying, updating customer accounts. 

• Booking appointment and organising work schedules for two teams of tradesmen 

• Completed satisfaction surveys, collating and presenting data using a written report with 
graphs to clearly show results 

• Adapting and settling quickly within Severn different teams 

• Meeting or exceeding all performance targets 

• Created letter templates now used in several different departments 

FebruarY2011 -April 2012 

Support worker/Care Assistant - Tender Care Ltd, Coverage Care, Temp Labour 

Within this time period I covered several different types of care; community care, EMI nurisng care 
working with diemtia patients and adults with learning diffilties and aquires brain injuries. 

• General care dudties; personal care, making meals, prompting medication, domestic duties 

• Promoting independance, respest and dignity 

• Orgernised and ran exercise classes 

• Identified the need for living equipment and ensured the line manager contacted relev- 
ant organisations 

November 2009 - April 2011 

Till Supervisor - Wyevale Garden Centre, The Garden Centre Group 

Wyevale Garden Centre is part of a large chain of garden centres that allowed me to develop my 
sales and customer service skills as well as gaining knowledge and experience in an administration 
role. 



• General retails duties; serving customers, processing refiinds, replenishing stock 



• Promoted after 9 months I then took on administrative responsibiUties; processing invoices, 
matching, checking and filing purchase orders and delivery notes 

• Strong numerical skills I completed daily and month end cashing up, floating tills and 
investigating discrepancies writing reports for head office 

• Supervised, motivated and monitored team performance 

• Training new till staff 

• Dealt effectively with complaints 

EDUCATION 

Jul 2013 Telford College of Art and Technology 

Telford 

Customer Service Level 2 Apprenticeship, Level 2 NVQ Certificate in Customer Service 
•Pass 

Jul 201 1 Telford College of Art and Technology 

Telford 

BTEC National Diploma in Health and Social Care Level 3 

• Distinction, Merit, Merit 

Jul 2009 Phoenix Secondary School 

Telford 
GCSE 

• English Literature - B 

• Enghsh Language - C 

• Mathematics - C 

• Science (Double award) - CC 

• Citizenship - B 

• Sociology - C 

• Art - B 

• Media Studies - C 
SOFTWARE/SYSTEM SKILLS 

• Orderwise 

• Microsoft Office (Word, Excel, Outlook, PowerPoint) 

• SNAP 

• ArcAgent 

• IBS system 

• Navision 

REFERENCES 

Lyndsey Martin Morag Bailey 

Customer Service Manager Head of Continuous Improvement 

The Wrekin Housing Trust Ltd 
Colliers Way 
Old Park 
Telford 
Shropshire 
TF3 4AW 



Choice Shops Ltd 

UnitE 

Stafford Park 18 



01952 217188 



Telford 
Shropshire 
TF3 3BP 

01952 913150 



